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BUILD YOUR PROFESSIONAL PORTFOLIO
Your portfolio is more than a collection of projects—it tells the story of who you are, what you can do, and the value you bring to others.

Whether you are pursuing employment, internships, graduate school, freelance work, performances, exhibitions, or other opportunities, a strong portfolio can help you communicate your skills, experiences, and professional identity.

Use this worksheet to begin developing or refining your portfolio.

PART 1: DEFINE YOUR PROFESSIONAL IDENTITY
Before building your portfolio, think about how you want to present yourself professionally.

What do you want to be known for?

My professional title or area of interest is:


Examples:
· Graphic Designer
· Filmmaker
· Arts Administrator
· Music Educator
· UX Designer
· Performer
· Journalist
· Public Relations Professional

What type of work are you most interested in?



What are three strengths you want others to notice?
1. 
2. 
3. 



PART 2: INVENTORY YOUR EXPERIENCES
Think about projects, performances, productions, coursework, internships, freelance work, leadership experiences, research, exhibitions, or volunteer work that demonstrate your abilities.

List as many experiences as you can think of.

	Project or Experience
	Course, Organization,
or Employer
	Your Role

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



PART 3: SELECT YOUR BEST WORK
Your portfolio should showcase your strongest work—not everything you have ever done.

Choose 3–6 projects or experiences that best represent your skills, interests, and goals.

Project #1
Project Name:

Why should this project be included in your portfolio?


What skills does it demonstrate?

What was your specific role?

Repeat for each project you plan to include.



PART 4: TELL THE STORY BEHIND YOUR WORK
Choose one project and complete the following.
Project Title

What was the goal of this project?


Who was the audience, client, or user?

What problem were you trying to solve?


What specific contributions did you make?


What was the final outcome?


What did you learn from this experience?



PART 5: IDENTIFY YOUR SKILLS
Review your selected projects and experiences.
Technical Skills
List skills that are specific to your field.
Examples:
· Adobe Creative Suite
· Video Editing
· Audio Production
· Photography
· Stage Management
· UX Design
· Social Media Strategy
1. 
2. 
3. 
4. 
5. 
Transferable Skills
List skills that can be applied across many careers.
Examples:
· Communication
· Leadership
· Collaboration
· Problem Solving
· Project Management
1. 
2. 
3. 
4. 
5. 

PART 6: EVALUATE YOUR PORTFOLIO
Review your portfolio as if you were an employer, client, collaborator, or graduate admissions committee.

What does your portfolio currently do well?
□	Demonstrates technical skills
□	Demonstrates creativity
□	Demonstrates teamwork
□	Demonstrates leadership
□	Demonstrates problem-solving
□	Demonstrates professionalism
□	Demonstrates real-world experience
What areas could be strengthened?


What type of project or experience would strengthen your portfolio?



PART 7: CREATE AN ACTION PLAN
Where will you build your portfolio?
□	Personal Website
□	Wix
□	Squarespace
□	Behance
□	Vimeo
□	PDF Portfolio
□	Other: _______________________
What is one action you will take this week?

What is one action you will take this month?

When do you want your portfolio completed or updated?


Reflection
What story does your portfolio tell about who you are becoming?



How has your work prepared you for future opportunities?



What is one step you can take next to continue building your professional identity?


Remember: Your portfolio does not need to be perfect. It should be authentic, organized, and representative of your best work. Start where you are, continue refining your portfolio over time, and use it to tell the story of your growth, skills, and future potential.
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